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Introduction to
Districts, District Combinations and Offices

Defining governmental districts is a requirement in the voter registration and election management processes.
Once these districts are defined, registered voters can be assigned to districts associated with their physical
addresses. This information is shared between many SVRS modules so that voters are assigned to the correct
polling location and receive the proper ballot style for each election.

Key Terms

District Type: District Type records define the different categories of districts found within the state (for example,
Congressional District; WI State Senate District; WI Assembly District; Technical College District; Unified School
District; Lake Management District).

District Details: These are the actual codes and descriptions for each district within a District Type. For the
District Type of State Assembly there are records giving the district code and district description for the 99
Assembly Districts in Wisconsin. In this case, the State is the only jurisdiction that is allowed to add and update
the District Detail records. Counties and municipalities will work with their district details in the same manner.
District Details are referred to simply as Districts in most of this chapter.

District Combo or District Combination is simply that — a record containing the unique combination of
governmental districts which represent a specific physical area. District Combos are attached to an Address
Range, which is then linked to the voter’s record. Based on a voter’s physical address, the voter can be linked to
a district combo and therefore all the appropriate districts — federal, state, county and municipal districts, plus
school district, sanitary district, technical college district, etc.

Each municipality (City, Village or Town) is divided into distinct areas called wards for voting purposes. State law
defines the size of wards (number of voters in a ward) and also what constitutes a ward. Everyone in a ward is in
the same federal, state, county and municipal districts. A ward can be split by School districts, Sanitary Districts,
Lake Management Districts or Technical College Districts.

This unique combination of districts defines who the voter may vote for in an election (ballot style). This is a
District Combo. The District Combo Code is in a new format — 11111-222-3333-4. The first 5 digits are the Hindi
number, unique to every municipality. The second block of 3 digits stands for the ward. The new block of 4 digits
contains the School District Number — in the example, 0119 stands for Amery School District. The last digit is the
split, used for sanitary or transportation districts that might split a ward into more than one section.

Office Types: An office type is a public office based on a specific district type. For example, an Office Type may
be “State Assembly,” which is based on the district type of State Assembly District. When the Office Types are in
place, information can be added for candidate eligibility and filing requirements for a particular office. Even if there
are multiple Office Positions (or seats) for one Office Type, like for County Supervisors, Alderpersons, or School
Board Members, you only need to create one Office Type.

Office Positions: Once an office type is setup, an office position is automatically created for each district of that
type. For example, when you setup the office type “State Assembly” the office position called “State Assembly
District 1” is created by SVRS. The office position is held by an office holder. When an office is to be voted on at a
specific election, it is tied to that election by adding a contest for that office position.

Office Holder: The person who holds (is elected or appointed to) that office. For example, an Office Holder for
the office position “State Assembly District 36” may be “Shirley Smith.” There can be multiple Office Holders for a
position that has more than one seat, such as School Board Members. Information such as term beginning and
ending date can be assigned for each Office Holder. In addition, non-elected Office Holders can be entered into
the system so that they appear on the MyVote website.
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View and Maintain District Types

A District Type defines the different categories of districts found within the state, county, municipality or
region. All district types in the state can be viewed at all levels. Only the Owner of a District Type (the
State of Wisconsin, a specific County or a specific Municipality) can modify a District Type. Every District
Type is now presented by showing a map in which the district covers. Every District covers a certain
geographical area and is represented on a map.

In Wisconsin, the State maintains most district types and has created most of those needed at the County
and Municipal levels. There are some instances where a unique district has not been created, so a new

District Type will have to be added. Remember any “district” that has the same physical boundaries as an
existing district, can use that district for Office Types. For instance, all County Officials will use the District
Type of County.

All municipal offices elected by all voters use the District Type of Municipal. Aldermanic Districts can use
the District Type of Ward, if each Aldermanic District matches identically with a Ward. If a Town is divided
into 3 Wards, but has 2 Town Supervisory districts, then a new District Type may have to be added.

View District Types

1. Expand (+) the Districts and Office Types node on the Main Menu tree.

2. To see a list of District Types, click on Districts.

3. Alist of District Types is displayed on the data grid.

Dezcription

= | Short Descri..

= [[ Tiny Deserp.. = []Jui
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At Welcome to AESM J
B Woter
-5 Woter Applications
-] Abzentee Applications
&\ Elections

g Election Workers
2| Paling Place Locations
Contacts
2 Payment

£

:—J--E;_l] Diztricts and Office Tepes
-5 Office Type

% Calendar

a Reparts

- =1 Labels and Mailings

#1-[3] Scheduler

[J--@ Administration

Congreszzional Di. |Congressional COMG State STATE OF wIsCd
State Senate Diz. |State Senate SEM State STATE OF wi5C
IBzzembly Distict [Aszembly ASSM State STATE OF WISCO
Court of dppeals.. |Appealz COA State STATE OF wIsCd
ke wlti-J unizdiction... |Multi-Jur Judge [LAN) County STATE OF “wI5Cd
Courty County co County STATE OF “WISCO
County Supervis.. |Co Supervizong COSUP County STATE OF wI5C
runicipality Municipality MUMI Municipality STATE OF wisCd
It dermanic Distri.. |Aldermanic ALD b unicipality STATE OF “WISCO
Caommon School.. |Commaon S chool CSCH County STATE OF WISCO
I dnion High Scho.. High School H5CH County STATE OF wI5Cd
| drified School Di.. |Unified School LUSCH County STATE OF wIsCH
S anitary District Sanitary District SaM County STATE OF WISCO
Technical Colleg.. |Tech College TECH County STATE OF wI5Cd
Lake Manageme.. Lake Manageme. |LEMGT County STATE OF wisCd
Public Inland Lak.. |Lake Pro-Rehab LKRHBE County STATE OF WISCO
Statewide Statewide Wl State STATE OF WISCO
Diztrict Aktormey Diistrict Attormney D& State STATE OF wi5Cd
Circuit Court Dist... |Circuit Court CCl State STATE OF wWISCO
Transzit Autharity Tranzit Autharity TRAMS County STATE OF “WISCO
Fecall State Sen.. [Recall State Sen.. |[RSEN State STATE OF WISCO

4. To view the District Type Details, double-click on the District Type.
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5. To view a District Type Map:

a. Onthe Menu Tree, expand (+) Districts and Office Types.

b. Expand (+) the Districts node.

P N abmeht ;I
E’E;'E Ctricts and Office Types District Type = || District Code = || Description & ~ || Momal Poli. = || Dwner
Districts Ward WDOD1 City of Madison -. |1, 2 - Glendale E.. [CITY OF
: Wwhard Wwhoo2 City of Madizon -. |1, 2 - Glendale E.. |CITY OF
- ) g i A ard WDO03 City of Madison - |3, 4, 7 - City Chu.. |CITY OF
N Snt:DiSITrir.lgc[: [ (AT Cibcttiadican 22 28 hediece CITw OC
_EE] Assembl.lfl DISt“Ct . . twCIILI NUIUU L3 (RS |y I L 50 o OV [P P R L L i b = | L =1 Y LI I ) |
E_E_j Court of Appeals District Z 2
_E..Ej Muti-)urisdintional Judge W ard WwWD101 f E!t_l,l of Mad!son - 101,102 - West. |CITY OF
EEJ Courty Whard WwhD102 City of Madizon - 101, 102 - West. |CITY OF
m Courty Supervison Distr=— Whard w103 I City of Madizon - |92, 103 - Our Re.. |CITY OF
Elfj Muricipality ward w04 I City of Madison -. |90, 104 - Madiso.. CITY OF
Eﬂj aldermanic Distict A ard W05 I City of Madizan - 106, 107 - Coven.. [CITY OF
EEJ Common School District A ard W06 I City of Madizon -. 106 - Blackhawk_. |CITY OF
_Elj Union High School Distri W ard WD1D?I City of Madizon -. 105, 107 - Coven.. |CITY OF
_EIE_] Unified School District Wward WD1DS/ City of Madison -.. 108 - Lussier Co.. [CITY OF
¢ | Saitary District _ILI \Ward D109 City of Madison - [109 - High Point.. |CITY OF
1 | | 4 Wwhard WDDM City of Madizon -.. |11, 17 - America.. |CITY OF
Wwhard WD11EI City of Madizon -.. 110 - Attic Angel.. |CITY OF
w'ard WD1I|1 City of Madizan -.. |111 - The Jeffers.. |CITY OF
w'ard WDI12 City of Madizon -. |38, 112 - Blackh. |CITY OF
] Change a'Ward Detail ' ard qua City of Madizon -. |81 - HIGH POIM.. |CITY OF
c. Alist of District Types is displayed in the menu.
For this example choose Ward.

d. To view the Map associated with District Details,
select from the list and double-click on a specific
District Type.

e. Click on the tab labeled, Mapping.

District- Upd

I E Save and Close E Save and MNew x Close |

ison - 10

J 3 Quick Tasks |-<=> 74

J Set Defaults  Use Defaults v“

(isricers

d apping I

Diistrict D etails

Diigtrict Tupe: | Ward

Digtrict Code: | W D010

Narmal Paling Place Location:
Metes and Bounds

Owner: CITY OF ﬂ
j Jurisdiction Level: |MUNiCiD6|it}' ﬂ
Description: | City of Madison - Wwhard 10 Official Dist Code:
iRt ﬂ Delivery Foute: ’7 Delivery Stop:

O,

|

how to use Maps, please see the Mapping chapter of this manual.

2

To report problems or errors with the mapping, please use the Incident Tracker in this chapter or
contact the Government Accountability Board Help Desk.

The Mapping Tab will show you the map associated with this District Type. For more information on

V5/10/2013
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Maintain Districts

o

District Details provide information for individual districts based on the District Type. A District Type of
Municipal will have one District Detail. The District Type of County Supervisor will have a detail record for

each of the Supervisory Districts in a County. If new districts are added, a District Detail record is added. If
districts change, the District Detail records must be edited. After the District Details are created, District
Combos are assembled from individual districts chosen from drop-down menus.

Edit District Detail

8y

L1l Only the Owner of a District Detail record can edit a district. The Owner is the jurisdiction level who

created it originally.

1. Expand (+) the Districts and Office
Types node on the Main Menu tree.

2. Expand (+) the Districts node.

3. Click on the District Type to be
modified. In this example, Aldermanic

District is selected.

4. Click on the Change a [District Type]
Detail Quick Task. In this example,

the choice is to Change a

Aldermanic District Detail, since
Aldermanic District is selected

above.

5. Make changes to the detail as
needed. Remember only the owner of
a detail record can make changes.

6. Click Save and Close.

One common reason to edit
a district detail is to make
sure every Ward is
assigned the correct
Normal Polling Place
Location. If any Ward does
not have the correct Normal
Polling Place Location
assigned, you must open
the record, select the polling
place from the drop-down
list, and Save and Close.

LRLA

»

x
Ei 134 Districts and Office Types _TJ =
={E8| Districts | District Type || District Code = || Deseription
- | Dristrict Combosz = ; 1 ;
~[EE| Ward . v * |&ldemanic Disti. Aldemanic Distri..
~[EB| Congressional District &ldemanic Disti |AL11 Aldarmanic Distr
- Stats el Distuct Aldemaric Disti. [AL12 Eldemanic Disti.
B8] Assembly District e e
wn Aldemanic Disti... |4L13 Aldermanic Distri..
B8] Court of Appeals District R P
iR Aldemanic Digti.. [ALT4 Aldermanic Distri...
- Q{ Multi-Junizdictional Judge s e
Aldemanic Disti.. |4L15 Aldermanic Distri..
~EH| County R PR
" @l County Supervizory Distr Aldemanic Digti.. |ALTE Aldermanic Distri...
- EB| Municipality = Aldemanic Disti... [ALT7 Aldermanic Distri...
- B8] Jistrict Aldemanic Disti... [ALT8 Aldermanic Distri...
- EB| Common Schoal District Aldemanic Digti.. AL1S Aldermanic Distri...
~ B8] Union High Schaol Distri Aldemanic Disti... |4L2 Aldermanic Distri..
- B8] Unified Schoal District Aldemanic Digti.. |AL20 Aldermanic Distri..
~EB| S anitary District Aldemanic Disti.. [AL3 Aldermanic Distri...
i EB| Technical College Distric = Aldemanic Disti... [AL4 Aldermanic Distri...
I L4 Aldemanic Distri.. [ALS Aldermanic Distri...
Aldemanic Disti... |4LE Aldermanic Distri..
Aldemmanic Digti... |AL7 Aldermanic Distri...
Aldemanic Distri. |ALS Aldermanic Distri...
ma Aldermanic District Detail emanic Disti... |4L9 Aldermanic Distri...
e —— —
Cristrict D etails | Mapping I
EEE——
District D etails Dwiner: |CITY OF... =1
District Type: | WwWard L' Jurizdiction Lewvel: | Municipality ﬂ
Crizkris = T Lz scriphion: | City of Madizan - 'ward 1 Oiffic
Mormal Palling Place Location: 1 - GLEM.. L| ) Delivery Route: Dieli
nd Bounds —————————

e |

- GLENDALE ELEME .

iE

SNEN
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View and Maintain District Combos

A District Combo is a single code representing the unique combination of voting districts in which a voter
lives. Another way to think of it is as the unique combination of races that could possibly appear on a voter’s
ballot. For example, if Ward 1 in a Municipality is split by School Districts A & B, then two District Combos
would be required, 1-A and 1-B, each representing a different ballot (or combination of paper ballots)
needed at the polling place serving Ward 1.

Technical College. The easiest way to tell if your District Combos are correct is to get all of your district
boundaries onto a single map and compare that to the District Combo Listing report, covered at the end of
this chapter.

w In Wisconsin, wards should not be split by any districts except School, Sanitary, Lake Management or

View District Combo Details

g There are three reasons why a municipality might not have a District Combo represented in SVRS:

. Conversion
. Annexation
. Redistricting
f ,;5 If you need to modify, add or delete a District Combo please use the Incident Tracker to report what

changes need to be done. Instructions on using the Incident Tracker can be found in this chapter.

1. Expand (+) the Districts and Office Types node on the Main Menu tree.

2. Expand (+) the Districts node.

3. Click on words District Combos to select.

4. District Combo(s) will appear in the data grid.

5. Double-click on a District Combo in the data grid to open a View Only of the details.
The fields will be grayed out and not editable.

‘u_j - ||E Menu Shorteuts | 2 Quick Tasks« |

] 7H| 8|S | ||§ 4y | Active Jurisdiction: | TOWN OF BLOOM - 53004 = | _|J o [ .

[

CET = i cok
.._.;J Contacts _ﬂ i : glﬂﬂpﬁ'ﬂt =Rl

F'tayrpent ] _L[li“strictﬁombotode = || Description & ;|| ward ~||Congressio.. || State Senat. = || Assembly Di. || Court of 4
=i D|st[|gts jand Office Types » H2004-001-5360-1 [T own OF Bloom - |Town of Eloom - Conoress - Gtate Senate - Di. Assembly - Dis Court of &
D EJ Districts 53004-001-4851-2 Town Of Bloom -.. |Town of Bloom -.. |Congressional .. |State Senate - Di. |Assembly - Disti.. [Court of 4

% Eh:" Combos 53004-001-2541-3 Town OF Bloom - [Town of Bloom -.. |Congressional - [State Senate - Di.. |Assembly - Disti. |Coutt of 4
art

EB| Congressional District
EB| State Senate District
--|EH| Assembly District
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View and Maintain Office Types

Before a Contest or Candidates can be added to an Election, Office Types for each position must be setup.
Each Office Type is associated with a specific District. State and Federal offices are added by the State,
County and School District offices by Counties, and Municipal offices by Municipalities.

It is important to note that you should already have the necessary Office Types already created in SVRS.
New office types only need to be created when new districts or a new office is created. Therefore, office
types are not likely need to be added or modified or deleted. If you do need to add an Office Type, please
contact the Government Accountability Board prior to proceeding with the instructions below.

g Self-Providers will only have to add Office Types for municipal offices, such as Mayor, Alderperson and
possibly Clerk. Counties will enter municipal Office Types for their Reliers, as well as County-wide and

School District offices.

. -
View Office Type
= D
1. Expand (+) the Districts and | 4] oot = R _
H i Code = || Descripti = || Jurisdiction Level = || District Type
Off.lce Types nOde from the bAG AT TORMNEY GEMERAL |State ide
Ma|n Menu tree. CIRCT Circuit Court Judge State Cirzuit Court District
£ APPLS Court of Appeals State Court of Appeals District
. . " TOWN CLERK [y Diztrict Atorney State District Attorney
2. Click the Office Type node. % peoe ot GOV |GOVERNDR State Statewide
1 Flnel;sfer S?E]EE;SEMSD‘ JIJSSC Justice of the Supreme Court State Statewide
H 7= Clesk of Court LTGOY  |LIEUTEMANT GOVERMOR State Statewide
: =2 Coioner FRES President of the United States State Statewide
%2 Sheriff SEC SECRETARY OF STATE State Statewide
P2 County Clerk A55H STATE ASSEMBLY State Azsembly District
T2 County Treasurer SEM STATE SEMATE State State Senate District
S, US SEMATE STSFI Slate Superntendent of Public Instii.. |Stale Statewide
~52, US CONGRESS TREAS STATE TREASURER Stale Statewide
-2 Statewide Referendum STREF Statewide Referendumn State Statewide
5. STATE TREASURER  +| | [USCON |US CONGRESS Stale Congressional District

l,fﬁ' When Office Type is selected, all the current office types available for this jurisdiction are displayed in the data
tc' grid. The Jurisdiction Level indicates who “Owns” the Office Type, and will setup Contests and Office
Holders. The District Type is what each Office Type is based on, such as “County.”

3. Double-click on an Office BlData Entry =10l x|
Type in the data grid to view | L= et L sseanitior XK dwe || 5 qukrade | 0 8[| setocfais wvstats [
its details. Office Types L)
outside of the current Difice Type Specifics Filing Checklist
JurlSd|Ct|0n are aVa|Iab|e for Office Tupe Code: ’F Jurisdiction Level: W olumn header here to group by that column
viewing, but cannot be Descriplior: |VILLAGE PRESIDENT || Deadine < | Req? =
edlted Office TypeS W|th|n Term Start: j Tem Length: 2vearz) | ‘ =]
the current jurisdiction can Eoiest S
be edited when the record is Diskict Tyee: [ Muricipalty =
Farty: ’m Mumber of Seats: ,17

opened.

[ Running Mate Allowed
[ Federal Office

Fiotation Scheme: j

Candidate Specifics

[l Wirite-ns Allowed

4. Click Save and
Close or Close.

Minirurn Age: 18 [] Requires Rieg in District

Filing Specifics

Filing Period Stait. | £.3e5 j Fiing Period End: | £4 ﬂ
Filing Options: j

Grant Amount Mom. Paper Sigs.

Required

V5/10/2013
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Add or Edit Office Type

1. Expand (+) the Districts and Office Types node from the

Main Menu tree.

2. Click the Office Type node.

3. Click the Add Office Type Quick Task. A Data Entry form

for Office Type is opened.

1
4. Enter an Office Type Code, which must be a 5 letter and/or - [0 Administration
number code. This must be unique within a jurisdiction.

2

5. Select the Jurisdiction Level; which is the the government

level of the office, such as Municipality or County.

3

6. Enter a Description. It should uniquely describe the Office,

like “Milwaukee Mayor” or “Portage County Clerk”.

7. Term Start is not used. Leave this field blank.

4
8. Term Length is required. (For example, enter “2 y” for
2 years.)

5
9. Select the District Type for this Office Type. For
instance, if Aldermanic District is selected, every
Aldermanic District in the jurisdiction will elect its own
representative for this office. If Municipality is selected,
all voters in the municipality will vote for this municipal
office.

If you have more than one district, there is no need to
create more than one Office Type. If creating an office
type based on Aldermanic District, an Office Position is
created for each Aldermanic District. If District Type is
Municipality, only one office position will be created.

6
10. The Party affiliation will be Non-Partisan for all
Wisconsin offices.

4o} Welcome to AESM
-G Water

“oter Applications
Abzentee Applications
B \‘.i Electiohs

g Election Workers

: g Polling Place Locations

a Reports
B =" Labels and Mailings
-3 Scheduler

L y
<. E Add Office Type
E Delete Office Twpe

B Data Entry

J _Eﬂ Save and Close _EJ Save and Mew x Close: v“ 3 Quick Tasks | =

Office Type Details |

Office Type Specifics

Office Type Code: 1 Jurizdiction Level:z j

Description: 3|

=
=
Term Start; j TemLength: 4

Contest Specifics

District Type: §] ﬂ
Party: m MHumber of Seats:ﬁi
[] Running Mate &llowed § [ Wwiite-lng Allowed

[] Federal Office

Rotation Scheme: j

Candidate Specifics

Minimum Age: _|0 [ Requires Reg in District

Filing S pecifics

Filing Period Start: 1 ~ | Filing Period End: s
ling Period Starl Jll J ling Period E J
Filing Ophions: 1 E j
Grant Amaount . Mom. Paper Sigz.

Riequired

7
11. Number of Seats should be set to the maximum number of districts or officeholders. For example, if
there are seven school board members, set this number to 7.

8

12. Write-in Allowed must be checked if applicable. This will allow write-ins to be entered in election results.

9

13.  Minimum Age should be set to 18 for County and Municipal level offices.

V5/10/2013 -8-
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10

14. Do not check Requires Reg in District. This will require any candidates for this Office Type to be a
currently registered voter. However, a candidate does not always have to be registered to run for office. In
Wisconsin, most laws require that the person be eligible to vote in that district.

1"

15. Filing Period Start/End should always be set as a date relative to the election. You will not be able to
enter candidate information before the start date and after the end date, so leave plenty of time between
the two, eg. E-365 to E+30 (365 days before the election to 30 days after the election.). SVRS will not

enforce actual filing periods.

12

16. Filing Options and Nom. Paper Sigs. Required_are optional fields at the county and local level. For
state level office types, the number of required signatures must be entered. This allows for tracking
nomination paper status within the Candidate Filing record added during an election.

17. Filing Checklist information is not required, but can help track the required filings.

/

-t
Fruc™

and Declarations of Non-Candidacy.

Any filing entered here will appear in a

-t
P

item as received before approving a
Candidate Filing record.

18. Click the Save and Close button.

Edit Office Positions

Examples of filings you can track include the
GAB-1, Statements of Economic Interest,

candidate’s record once created. Marking a
filing item as “Req?” will require marking this

Fiing Checklist 4

in header here to group by that column

Deszcription || Deadine = || Req? |
Campaign Regiztration Staternent 73200 [w]
Declaration of Candidacy 735200 [w]
Momination Papers 73200 [w]
Statement of Economic [nterests FABSZMDO [

When an Office Type is created, the corresponding Office Positions are automatically created, so you will
not need to add an Office Position. However, the default information can be edited, and the current Office

Holder(s) information can be updated.

1. Expand (+) the Districts and Office
Types node from the Main Menu
tree.

2. Expand (+) the Office Types to
display the list of Office Types in
the Menu.

3. Click on an Office Type to display
the Office Position record(s) in the
data grid.

File Edit “iew Tools Window Help

e,

HE Menu Shortcuts | 2] Quick Tasks+ |

] = URE N N Hﬁ 4y | Active Jurisdiction: | TOWN OF BLC)

Menu X

Payrent
Districts and Office Types

Contacts A s

EH| Districts I

County Supervisory -

istrict 1
District 10

 guoup by that calurn

RICHLAN

=15 Office Tppe

"2, TOWM CLERK

County Supervisary - District 11 COUNTY BOARD SUPERYISOR [SU11 RICHLAM
Caunty Supervisary - District 12 COUNTY BOARD SUPERVISOR [SU12 RICHLAN
County Supervisory - District 13 COUNTY BOARD SUPERVISOR [SU13 RICHLAM

72, Schaol Board

County Supervisory -

District 14

== Cletk, of Coutt County Supervisory - District 15 COUNTY BOARD SUPERVISOR [SLTS RICHLAM
= Coroner County Supervisory - District 16 |COUNTY BOARD SUPERYISOR [SUTE RICHLAN
"= Sheiif Counly Supevisory - Distiict 17 |COUNTY BOARD SUPERVISOR (SU17)  [RICHLAN

]
]
)
]
COUNTY BOARD SUPERVISOR [5U74) RICHLAN
]
]
)

4. The Office Position Description can be edited. This is what appears in an election when
selecting a Contest, and on the ballot style. The descriptions in this example are rather long and
could be shortened to “County Supervisor District 17 or something similar. Only Office Types in

your jurisdiction can be edited.

V5/10/2013
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Update Office Holder

This information will be viewable online through the MyVote website.

With Office Type expanded in the menu,
click on an Office Type to select.

Click on the (+) to expand the Office
Position in the data grid. This will display
a nested grid containing the Office Holder
record(s).

Add the name of the Office Holder.
The small ellipse button is used to
open the Contact Search. When the
Contact Search screen opens, double
click to select the proper contact record.

File Edit Wiew Tools Window Help

Jﬁ . “% Menu  Sheortcuts ‘ 3 Quick Tasks ~

J 3 | _” 2] ‘ = d |I§ £y | Active Jurisdiction: |TDWND

x

2, State Senate a
P2, State Superintendent of |
-T2, State Treasurer
52, Statewide Referendum
=2, US Congress
-5, US Senats
- ALDERPERSONM

"= COUNTY SUPERVISOR

= MaYOR

"= SCHOOL BDARD MEME
T TOWMN ASSESSOR
"oy TOWMN BOARD CHAIR
- TOWMN BOARD SUPER!
- TOWMN CLERK
- TOWMN CLERK/TREASL
- TOWN TREASURER

"= VERMOM COUNTY CLE

"= VERMOM COUNTY CLE
"2 VERMOM COUNTY COF
" YERMOM COUNTY REC
"2 YERMOM COUNTY SHE
-2 WERMOM COUNTY TRE
A /|LLAGE PRESIDENT
- VILLAGE TRUSTEE
--;j_,' Addiess Ranges

e to group by that column

J OF.

ﬂl Appointed ﬂl
| & ]

¥ LY
t.d Remember the address, Coriaorram, _ ol x|
(E’ phone and emall Info(matlon Last Mame: First Mame: Middle M ame: Suffis: Search Options
na ContaCt record W’” be |W|TZEL |MAF| | j ] Mon-Person
V/S/ble tO VOteI’S on the Date of Birth: Soc Sec Num: Party: [ Include Retired Contact Records
MyVote website. You may | | | |
have to create a special House No: Strest Name:
contact record with the | | ]
Office Holder’s Work City: State: ZIP Code:
information, rather than | H| H| = M
using thq voter contact [ Count Oriy e B
record with the person’s
home address and phone. by haticolunn
See the Contacts Chapter Of || Hame || Address || Residential Citp/State/ZIP Code
hi T i » CIRAC TS /i T2E LBEHL, MARIGETH 210 MARTIN LUTHER KING JR BLY
this manual for more details. . [WITZELBEHL. MARIBETH L 41 MADISON LN MADISON, Wl 53704

Edit or enter a Term Start date and Term End date for office positions that have terms.

The Appointed flag is used for office holders who were appointed to fill an elected position that someone

vacated or can be used to document appointed or hired officials, such as municpal clerks.

Ak

8!

This is one of the infrequent times that data is updated directly in the data grid. You may be asked to save
your changes when you navigate to another part of the application. Answer Yes to save your changes.
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Districts and Offices

The District Combo Listing Report

Use these directions to generate a report of the District Combos for your jurisdiction. Double check your
District Combo report against maps showing district boundaries. Make sure that every District Combo has a
value for each district, including Municipality, County, Technical College, and State. If any of these district
values are missing or incorrect, the ballot style listed next to your voter on the poll list may be incorrect, or the
voters may not show up on the poll list at all.

District Combo Listing

Click the Reports node.

Click the Print Reports quick task.

Change the Category to Polling Place.

Under Reports, make sure District

Combo Listing is selected.

Click the Next button.

You should not need to Filter your report. <

Sort your report.

a. Click the Custom

Menu

ot Welcome to AESM

[~ g Woter

[*-1Z5] Vater &pplications

----- <] Abszentee Applications
[]---“f Elections

----- g Election Workers

----- g Palling Place Locations
----- &7 Contacts

----- 2 Payment

[]--E{G Districts and Office Types

----- &) Calendar

[+ =4 Label: and Mailings
(3 Scheduler
[ Administration

SelectReport

Category: |

Reports

District Combo Listing
Puolling Place Ligting

Diigtrict Combo Listing

Step 1 of 2

Cluick
Quick Tasks

=5 Frint Repors
Create Report

Delete |

b odify Layout |

| et l

Selected Report
st Combo £isbing

button next to the = =10l x|
sort By box ReportOptions J_J UseSort |z Save Delete [ Close '|
) Filer Sort Name =
[Select Filter) j Euslnml ' J
. Seleat District o ] [ e =
ombpo Coae 1rom :
the drop-down under e
the FieldName
Tinter 5 etuy
Column. L iticzie |
Print Options
. O Freview
c. Select ASC in the gpnmuuw
Schedule
Order COIumn. [Select Sch., j Custam
- Y
d. Click Use Sort. BRI
V5/10/2013 -11- The District Combo Listing Report
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10.

11.

12.

Click the Printer Setup button and verify the

printer settings.

For further information on printing and exporting
a report, see the Reports chapter.

Click the Print Now radio button.

Click Print.

q

More Report Options

PFrinter Setup >

Print Options

[Select Sch. j Custam
Back ( Frirt >

.

A dialogue box indicating that your printing or export is complete

will appear. Click OK.

Printing Notification il

‘__1‘) Report Prink or Export is Complete!

Retrieve the document. You should see a report that looks like the sample below. Use this report
to verify that the State Assembly, County Supervisory, and other districts are matched to the
correct District Combination.

AL -
CITY OF WAUSAU Wdzaaday, Juby 15, 2009
District Combo Listing
Diztricelambe / Nams: WARD CONC EEN ASSM COA [=s] COEUE ¥y § ALD UECH TECH w1 D&
:.‘.‘.‘?II-\.'I’H- gi\ |:I|' W - Wieed 1 - ol (e i) 8829 ARRS CAd o0 sl W ALL DRs2Is TS wI Da&xT
Gplit
:!b]lq.'ﬂj- Eli\ |:I|' Wi - Wisd 10~ DD [uein) L] ARRE Al ooar 14 LY 1we | Al AL i) TC1S wI DAXT
Split
:!L')IA.'-Z I- Eli\ |:I|' Wi - Wasd 11 - WD [ur i) B8R39 ARRE Lt k] o0 214 BT Al4 LR&2T% TS wI DAzT
Split
:.‘.‘.‘?llq.'-Z!- gi\ |:I|' Waen - Weed 12~ WDIZ [ i3} §829 ARRS CAd o0 - b L] ALS DRs2Is TS Wi DaxT
Gplit
:!b]lqji‘.- gli\ |:I|' W - Weed 13- WD [uein) L] ARRE Al ooar s LY 1we | ALS AL i) TC1S wI DAXT
Gplin
:!mlq.'-ll- Eli\ |:I|' Wi - Wil 14 - W14 [ur i) B8R39 ARRE Lt k] o0 ol BT Als LR&2T% TS wI DAzT
Split
:.‘.‘.‘?llq.'-Z!- Ei\ |:I|' Wasey - Weed 15~ WDIS [ i3} §829 ARRS CAd o0 S06 L] ALS DRs2Is TS Wi DaxT
Spi
RO FI;\ of Wi - Weed 16 - @DI6 (e i) 8829 ARRS CAd o0 s|n W ALY DRs2Is TS wI Da&xT
1 Split 1
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Business Process for Reporting Changes
or Problems with District and Office Types

Use the Incident tracker to enter any problems with your districts.
We expect G.A.B. staff to be very busy conducting trainings and answering clerk questions. If you have an error,

please report it through our special incident tracker. Here we can prioritize and fix any data or software issues
while maximizing our effectiveness on the phone.

1. First, go to this website: http://wisapps.wi.qgov/sites/GAB/Incident. R "o D Materia

Discussions

2. Next, click the Create a Service Request link in the upper left-hand corner. e

Discussion

. Surveys

= Military and Overseas
Absentee Ballot
Survey

= Preferred Date for
Recall Election Survey

3. Enterin your service request as shown in the sample: . ClonsentDecree
Electronic
- Transmission
3 . . - . Capabilities
¢ Please include in your request specific information about an error. |
('i.- Common Actions

= Create a Service
a. If the request concerns a particular incorrect voter record Request

or district line, include the voter's name and registration

number, or identify the district and problem.

Service Requests: New Item

4. Click OK.
oK | | Cancel
@ Attach File ‘? Spelling... * indicates a required field
Service Request Title * Sample - Extra District Combo in Town of Burke -13014
. ils *
5. If you have questions petatls
Th lit for W kee School District in Ward 4 should not
you can Ca” the GAB exfsts?::legrse ‘:IE:IZ?E.EE chool District in War; should no
Help Desk. Otherwise,
please use the Incident v
Tracker website to County * DANE COUNTY - 13 -]
document any issues. Municipality * Town of Burke
First Name * First Name
Last Name * Last Name
Address 5365 REINER RD MADISOM, WI 537186347
E-Mail * clerk@sample.net
Phone No * 608-825-8420

| OK | | Cancel |
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